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INTRODUCTION. 


The rapid growth of the business of primary grain elevators 
has emphasized the importance of adequate accounting systems. 
It has been realized that the adoption of a uniform system suffi- 
ciently comprehensive to accommodate itself to the conditions pre- 
vailing in the grain-producing States would be a step in advance. 
This bulletin describes a grain elevator accounting system which 
has been devised by the Office of Markets and Rural Organizations 
and which is now being used by representative elevators in all of 
the leading grain-producing States. 

In drawing up the various forms comprising this system reference 
has been made to many other systems now in operation. A first- 
hand study of conditions existing in the elevator business has like- 
wise had a bearing on the final form of this system. 

‘Note.—This bulletin is intended for all primary grain elevators throughout the United States. Itcon- 
tains copies of forms and a description of their uses for a system of accounts which is being recommended 


by the Office of Markets and Rural Organization, United States Department of Agriculture, as a uniform 
system for primary grain elevators. 
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TYPES OF ELEVATOR ACCOUNTING SYSTEMS. 


Investigations in respect to accounting in grain elevators have 
established the fact that no system has been generally accepted as 
standard. The idea of double-entry bookkeeping, while existing 
in a thorough sense in only a limited number of elevators, is followed 
more or less vaguely in all, and for that reason there is found every 
variation in type from patented systems to mere handbook entries 
kept in memorandum form for the benefit of the manager. | 

All the systems of bookkeeping now existing in elevators may be 
classified under three general headings: Complete double-entry 
systems kept in the elevator; incomplete systems, consisting of 
reports and memoranda kept in the elevator; and complete systems 
of reports made up at the elevator and sent to some outside agency 
where the records of the company are kept. 

Of the three, the first should prove the most satisfactory for the 
reason that, although the third system may furnish definite infor- 
mation, the details of that information are not, as a rule, within 
easy reach of the men who are most interested in them. 

The benefits to be derived from a complete double-entry system 
of bookkeeping, so constructed that it can be adopted by all ele- 
vators, are: First, the possibility of distributing and interchanging 
valuable statistics among elevators; second, the training of managers 
and bookkeepers, so that they will obtain a cumulative knowledge 
of elevator accounting, thus making it easier to procure competent 
help in these lines; third, the individual benefit derived by each 
elevator from knowing its financial and business condition with 
accuracy at short notice; and, fourth, the benefit to future buying 
in being able to ascertain the average net cost per bushel of operating 
an elevator. 

OFFICE EQUIPMENT. 


No system of accounts can be efficient unless it is properly handled. 
Office equipment is one of the important factors relating to the 
success of office work. An elevator office should be equipped with 
fireproof safes or a vault in which all valuable records of the com- 
pany should be kept. It should have proper filing devices and suffi- 
cient furniture, including a standard bookkeeper’s desk, to make 
thorough work possible. When the business of an elevator is large 
enough to justify the employment of a bookkeeper, such trained help 
should be secured, as, in most instances, the elevator manager is 
either without the knowledge or the time to perform the duties of a 
bookkeeper. 3 
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‘TAKING AN INVENTORY. 


4 


At the end of the business year or at the ‘‘cut-off,” an inventory 
should be taken. This should be an actual physical inventory, taken 
either by measurement of the grain in the bins or by running it out 
of the bins and through-a hopper or automatic scale, thus getting 
actual weights. The practice of taking estimated inventories by 
reference to the reports accumulated during the year’s business is 
dangerous and, in most cases, absolutely, inaccurate. The average 
platform scale has a weighing error of from 3 to 15 pounds per 60- 
bushel load. This weighing error accumulating during a whole year 
sometimes amounts to a shortage or “overage” of hundreds of 
bushels. By taking inventories from grain reports, the elevator may, 
after five or six years, find itself with a book grain stock out of all 
proportion to the actual grain on hand at the time of inventory. 
By taking an actual inventory, the shrinkage or ‘‘overage’’ of each 
kind of grain is accounted for within the year to which it applies, 
and, if abnormal, can be checked up easily if an actual mventory has 
been taken the season before. 


AUDITING THE BOOKS. | 


One of the features in elevator bookkeeping upon which great 
stress should be laid and. to which an important position should be 
assigned is the auditing of the books as soon as the inventory has 
been taken. The custom prevailing among farmers’ elevators of 
having internal audit committees furnished from the board of direc- 
tors or the stockholders is commendable only to the extent of its 
usefulness in keeping the directorate in close touch with the business 
of the elevator. The positive value of such an audit, in so far as it 
is able to detect errors of principle or even clerical errors, is negligible, 
since, as a rule, the men making the audit are not especially trained 
for such work and use very httle time to complete their reports. It 
should be apparent, then, that it is good business practice to secure 
the services of a certified public accountant who has had sufficient 
practice in elevator accounting to be able to give vital information 
and advice to the manager and directors of the elevator. Internal 
audit committees may work in conjunction with such an auditor, 
thus shortening the period of his labors as well as benefitmg them- 
selves by contact with him. The item of cost in connection with the 
hiring of public accountants has been the deterrent factor which, to a 
ereat extent, has kept the farmers’ elevators in the past from availing 
themselves of such services. By banding together, several elevator 
companies might give an accountant steady employment throughout 
the year and secure his services at a greatly reduced rate.1 


1¥For further discussion of auditing, see U.S. Department of Agriculture Bulletin No. 178—Cooperative 
- Organization Business Methods. 


4 BULLETIN 362, U. S. DEPARTMENT OF AGRICULTURE. 


HEDGING. 


As a protection or insurance against loss from price fluctuations 
between the time of purchase and the time the grain is sold, an eleva- 
tor may hedge its holdings. When grain is taken into the eleva- 
tor it can be immediately protected by its sale for future delivery. 
When the grain is sold the hedge is taken up; that is, a purchase for 
future delivery is made. If the price of cash wheat has fallen in the 
meantime, the loss is counterbalanced by the profit on the hedge, as 
the future price will have decreased with the cash price. In this 
manner an elevator protects itself against loss by the drop in the 
price and waives the profit which might be made in case the price 
increased. Doing business in this way eliminates all chance of large 
losses or gains in the fluctuations in prices which take place from the 
time the farmer is paid for his deliveries until sales are made. 

Dealing in futures should be allowed only where actual grain is 
hedged. Commission firms generally will accept orders for purchases 
or sales of futures in small quantities, say lots of 1,000 or 2,000 bushels. 
The commission firm then assembles its various orders and secures 
trades in larger lots. 


INSURANCE OF ELEVATORS. 


The practice of insuring against fire is a well-established principle 
in respect to all property, but carelessness in keeping insurance which 
is sufficient to cover total loss has proven disastrous in many instances. 
Owing to the marked fluctuation in the amount of grain on hand - 
during the shipping season, grain elevators particularly are likely 
to be underinsured. For convenience, it is advisable to insure build- 
ings and contents under separate policies. The policy covering 
buildings seldom varies in amount during the year, but that covering 
grain may be subject to change. Some managers in small towns 
where no insurance agent is stationed have protected their grain 
stock by insuring for maximum capacity. Others make arrange- 
ments with the agent allowimg for changes on notice, and thus effect 
a saving in premiums paid. 


DESCRIPTION OF THE OFFICE OF MARKETS AND RURAL ORGANIZATION 
GRAIN ELEVATOR ACCOUNTING SYSTEM. 


As this bulletin is intended to be sufficiently complete to enable an 
elevator company to install the system as devised by the Office of 
Markets and Rural Organization, a detailed description of the forms 
comprising it is essential. 

The complete system includes 15 forms, as follows: 

Form No. 1—Cash, journal, purchase and sales record. 
Form No. 2—Record of grain receipts. 
Form No. 3—Record of grain purchases. 
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Form No. 4—Record of grain shipments and sales. 
Form No. 5—Record of hedges. 
Form No. 6—Record of sales to arrive. 
Form No. 7—Patronage ledger. (For cooperative elevators.) 
Form No. 8—Grain and merchandise report. 
Form No. 9—Manager’s report. 
Form No. 10—Grain check. 
Form No. 11—Scale ticket. 
Form No. 12—Storage ticket. 
Form No. 13—Sales ticket. 
Form No. 14—Cash receipt. 
Form No. 15—Cost analysis. 
For convenience of discussion, the description of the foregoing 
forms will be taken up in respect to the order of their use. 


SCALE TICKET. 


Form No. 11 (see p. 26) represents the scale ticket adopted under 
this system, but it is not essential that this exact form should be 
used, as any scale ticket which records gross, tare, and net, and gross, 
dockage, and net of the load, totter =i designations as to the 
owner Peed kind of grain, will ne satisfactory. 


STORAGE TICKET. 


In order that all grain may be accounted for properly upon receipt 
by the elevator, the adoption of the storage ticket as a means of 
recording bushels and pounds received is strongly recommended. 
Form No. 12 (see p. 27) represents such a ticket. Upon this ticket 
are recorded the gross, dockage, and net of all the loads which have 
been hauled in any one day by a single owner, as previously recorded 
on scale tickets. Storage tickets should be made up at the close of 
business each day. Both scale and storage tickets should be num- 
bered consecutively and printed in duplicate. 

For convenience in referring to the data entered on storage tickets 
it is advisable to file the tickets alphabetically under two headings, 
denoting “stored grain” and “purchased grain.” By this system of 
filing, each patron’s sales are kept together and settlement may be 
effected easily in the case of unsold grain through reference to this 
file. A small card file containing a card for each patron may be 
found of assistance in listing numbers of storage tickets and for 
furnishing other information for checking up the storage-ticket files. 


RECORD OF GRAIN RECEIPTS. 


After having registered all the receipts of grain on storage tickets 
under the names of their respective ee entry should be made 
on the record of grain receipts (Form No. 2, facing p. 20), where the 
date, storage-ticket number, the kind, prude, and pence of grain are 
noted. : 
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GRAIN CHECK. 


In buying the grain a special grain check should be used (Form 
No. 10; see p. 25), upon which are recorded, in addition to the infor- 
mation usually contained in a check, the number of bushels and kind 
of grain, together with the senna: price, minus any deductions for 
storage or accounts receivable, and the resultant amount of the check. 
Regular checks should be sae for all expense and general items. 


RECORD OF GRAIN PURCHASES. 


These checks, being numbered consecutively, are entered according 
to number upon the record of grain purchases (Form No. 3, facing 
P. 20), where the net bushels, storage, and cost of grain are Poeorded 
in detail. . 

RECORD OF GRAIN SHIPMENTS AND SALES. 

Shipments from the elevator are recorded upon the record of grain 
shipments and sales. (Form No. 4, facing p. 20.) Here the date 
of shipment, the party to whom the grain is consigned, the car number, 
and shipper’s weight are recorded. As soon as the shipment has 
been sold and the returns have been received the date of sale, price 
received, destination grade, and proceeds received for the grain are 


entered. 
RECORD OF HEDGES. 


A record of hedges (Form No. 5: see p. 21) is a form designed to 
record the transactions in futures bought and sold. The columns 
designated ‘‘ Purchase and sales accounts”’ are used to record profits 
or losses on hedges, the ‘“‘ Remarks” column being used to designate 
the broker through whom the profit or loss is incurred. 


RECORD OF SALES TO ARRIVE. 


A considerable number of elevators selling grain “to arrive’” have 
no form upon which the transactions can be recorded. Form No. 6 
(see p. 21) represents a record of sales to arrive. A brief study of this 
form will be sufficient to demonstrate its usefulness. It has no part 
in the accounting system except as a memorandum of shipments 
made against contracts, but this is important in itself. 


MANAGER’S REPORT. 


Some elevators which are not doing sufficient business to warrant 
the hiring of a bookkeeper and in which the elevator manager is un- 
able to keep the books have found it convenient to secure the services 
of a bookkeeper employed either in a bank or some store of the town 
in which they are located. For such elevators a manager’s report 
(Form No. 9; see p. 24) has been provided. Upon this report the 
manager records all the transactions in receipts and purchases of 
grain and incloses duplicates of sales tickets covering sales of mer- 
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chandise and of receipts for cash. From this form the bookkeeper, 
although not employed in the elevator, is able to keep the system 
of records in a satisfactory manner. The records of disbursements 
covering incidental items in most cases are controlled by the secre- 
tary or treasurer, and the bookkeeper should look to him for records 
of this type. 


PATRONAGE LEDGER. 


In a few States cooperative laws have been enacted enabling coop- 
erative organizations to distribute dividends upon a patronage basis, 
and for elevators operating under this law a patronage ledger has 
been devised (Form No. 7; see p. 22), upon which are recorded the 
individual purchases and sales of merchandise under the name of 
each customer. 

GRAIN AND MERCHANDISE REPORT. 


At the end of the year, just before balancing the books, an inven- 
tory of all merchandise on hand should be taken. Form No. 8, grain 
and merchandise report (see p. 23), has been provided with suitable 
headings so that the amounts of grain and merchandise on hand can 
be recorded. This form serves a valuable purpose in giving the value 
of net and'stored grain on hand at date, from which comparisons can 
be made showing the amount of stored grain sold. 


CASH, JOURNAL, PURCHASE, AND SALES RECORD. 


Previously it has been usual to provide a cashbook, journal, and 
daybook under separate forms in elevator systems. In the system 
herein described these books, together with a record of purchases, 
have been incorporated into one form (Form No. 1, facing p. 20), 
called the cash, journal, purchase, and sales record. As all the forms 
comprising this system, with the exception of reports and the patron- 
age ledger, are uniform in size and in loose-leaf form, they may be con- 
tained in one binder (and the consolidation of four books under one 
form is a further condensation of the work). In the cash, journal, pur- 
chase, and sales record are recorded all regular cashbook entries, such 
as receipts of money and disbursements through checks, together with 
all journal entries and records of local sales of merchandise. Pur- 
chases of material such as flour, coal, etc., are recorded under ‘‘Mer- 
chandise purchases,”’ giving pounds and amount. 


SALES TICKET. 


All the local sales of merchandise are originally entered upon the 
sales ticket (Form No. 18; see p. 28), and these sales tickets are made 
up in pads of 50 originals and duplicates, numbered consecutively. 
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CASH RECEIPT. 


All receipts of money other than checks are recorded upon a cash 
receipt (Form No. 14; see p. 29). It is quite essential that such a 
receipt be used, as the practice of receiving scrip or coin without 
making a record of the transaction at the time of receipt often leads 
to discrepancies which are difficult to account for later. 


COST ANALYSIS. 


A feature of this system and one upon which considerable empha- 
sis should be laid is a cost analysis (Form No. 15A; see p. 30), by 
which the relative amounts of grain handled and the actual and rela- 
tive cost per bushel are determined. Upon this form a determina- 
tion of the percentage of cost in handling merchandise is also worked 
out. The value of knowing the ratio of costs in the operation of a 
business is a well-established essential in many commercial enter- 
prises, and it is no less important to the successful operation of grain 
elevators. 

In conjunction with this system any double-entry, loose-leaf ledger 
accommodating general accounts and accounts receivable may be 
used. To be assured of the correctness of entries, it is advisable that 
a trial balance be taken from the ledger at the end of each month. 


INSTRUCTIONS FOR OPERATING THE SYSTEM. 
RECORD OF GRAIN RECEIPTS. 


The record of grain receipts (Form No. 2, facing p. 20) is a consecu- 
tive record of the receipts of grain as shown on the storage tickets. 
Having entered the storage tickets consecutively for the period of a 
month, distributing the grain under the proper columns and record- 
ing it under gross, dockage, and net, in bushels and pounds, we may 
at the end of the month total this form to arrive at the total gram 
receipts for the period. The totals of the record of grain receipts are 
then carried to the grain report opposite the words ‘‘Receipts this 
period.” As the business progresses from month to month, each 
month’s total should be kept separate; and, at the same time, a total 
should be drawn down, including the current month and the previous 
months of the current year. This total is also carried to the grain 
report opposite the words ‘‘Gross on hand.” Under this system all 
grain is considered as theoretically stored regardless of whether it 
is purchased at the time of delivery or actually held in storage. 
This method is followed because it insures the proper accounting for 
every bushel of grain which comes into the elevator. 


RECORD OF GRAIN PURCHASES. 


The record of grain purchases (Form No. 3, facing p. 20) is a record 
of the net bushels and value of the grain purchased, together with 
storage which has accrued on the grain up to the time of purchase. 
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. Both the bushels and value of all grain recorded on this form should 
- be totaled on dates to agree with the totals of the record of grain 
receipts. Like the record of grain receipts, the record of grain 
purchases should be totaled monthly. The totals showing the 
amount purchased for the year are carried to the grain report opposite 
“Gross purchased.” The total amount of all checks issued for 
grain in any month should be carried to the cash, journal, purchase, 
_ and sales record and there entered in the ‘‘bank withdrawals” column 
in one amount. The total cost of the various grains is then carried 
to the debit of the ‘‘grain accounts” in the ‘‘general ledger” column 
of the same form, this constituting a consolidated cash entry for all 
the transactions in grain purchases for the month. Where storage © 
charges are represented, they should be credited to the ‘‘storage 
account”? in the ‘‘general ledger’? column, and in such cases the 
cost of grain should equal the amount of the check plus the storage 
charges, because the storage charges are deducted from the grain 
cost in order to arrive at the amount of the check. 


RECORD OF GRAIN SHIPMENTS AND SALES. 


The record of grain shipments and sales (Form No. 4, facing p. 20) 
carries a record of all cars shipped and the net returns from each 
shipment. The proceeds from each variety of grain should be 
totaled and posted at the end of the month to the credit of ‘‘grain 
accounts” in the general ledger. The items in the ‘‘net proceeds” 
_ column should be posted to the debit of the grain commission accounts 
represented in the ‘‘shipped to” column. The monthly totals of 
bushels from this form should be carried to the grain report oppo- 
site ‘“Shipments and sales.” In the operation of this form it will 
be found that some of the shipments for any month will be still 
standing out as grain in transit at the end of the month. Before 
beginning a new month, the 1st of April, for instance, it would be 
necessary to make an entry for the month of March as follows: 
“Total March returns on February shipments’’; opposite this 
would be set down in total the net returns of all February shipments 
which had been received during March. In order to avoid confu- 
sion, however, reference should be made to February entries for 
posting to the individual ‘‘commission accounts.” By this method 
the total returns on all grain will have been posted to the proper 
“commission accounts”’ by individual postings. Although we post 
_ only totals to the credit of the ‘‘grain accounts,” the total returns 
on each kind of grain shipped during the previous month and returned 
during the current month can be added in with the March shipments 
and returns in order to arrive at the total amount of returns for the 
month of March. This same method will apply if a car shipped in 
February should not bring returns until April, as the February entry 
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would show that the car was still standing out through the month 
of March. ; | 
RECORD OF HEDGES. 

A record of hedges (Form No. 5; see p. 21) is essential to the 
proper hedging of grain, and this account sbould be Kept up to date. 
On this form columns have been provided giving all the necessary 
information for keeping the accounting record of grain hedges. 
Profit or loss on hedges should be posted to the general ledger to . 
the debit or credit of the ‘‘commission account” represented and 
to the debit or -crédit of “profit and loss on hedges,” as the case may 
be. It may be considered that any profit or loss on hedging could 
as properly be charged or credited to the grain against which it 
applies, but, as it is important to know just how much the hedging 
of grain costs, it is much better to carry a “‘profit and loss on hedges” 
account until the end of the year, when this account may be written 
off to the several grain accounts if desired. 


RECORD OF SALES TO ARRIVE. 


Under the description of the system (p. 6) will be found sufficient 
information regarding this form (Form No. 6; see p. 21), for, as it 
is only an auxiliary record for memorandum use, it has very little 
to do with the operation of the system. 


PATRONAGE LEDGER. 


_At convenient periods during the year reference should be made 
to the grain checks and to the sales tickets, and the amount of 
merchandise recorded thereon, both in purchases and sales, should 
be posted to the patronage ledger (Form No. 7; see p. 22), under the 
account of the customer with whom the transaction was held. Itis 
essential only that this material be compiled by the end of the year, 
so that proper reference may be made to it as the basis for paying 
patronage dividends. Each customer’s account is totaled and the 
rate of dividend per bushel or per pound is entered in the upper 
right-hand corner. Using this ledger as a basis, checks for the amount 
to which each customer is entitled can be made out, and dividends 
distributed accordingly. This form is intended for use in cooperative 


elevators. 
GRAIN REPORT. 


The grain report (Form No. 8; see p. 23) is designed to keep the 
manager and directorate in close touch with the condition of their 
grain stock at the end of any month, or, in fact, at any time at which 
additions of the various entries on the grain forms may be made. 
Assuming that an elevator starts its current year with a certam 
balance of grain on hand, as shown by the inventory, at the end of the 
first month, by adding “receipts this period” to “balance last 
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report,” the result will be “gross on hand.’”’ By deducting from this 
the ‘‘shipments and sales,’ the difference will be the “net on 
hand.” It is always important for a manager to know whether 
the grain which he has on hand belongs to the elevator in whole 
or in part, or is partly or entirely stored grain. By subtracting the 
gross amount of bushels of grain purchased from the gross receipts 
the total amount stored at date will be shown. Should this be 
greater than the net on hand, it will indicate that some grain which 
has been stored has been sold without being purchased from the - 
owner of the grain—in other words, that there has been an amount 
of stored grain sold. Should the total stored at date be less than 
the net on hand, then the difference between the two would be the 
amount of purchased grain on hand. 


MERCHANDISE REPORT. 


The merchandise report (Form No. 8; see p. 23) serves merely as an 
inventory, giving the total on hand at the last inventory, purchases, 
sales, and net on hand, which should agree, allowing for proper 
deductions or additions, with the actual inventory. 


CASH, JOURNAL, PURCHASE, AND SALES RECORD. 


The cash, journal, purchase, and sales record (Form No. 1), facing 
p. 20) differs from ordinary books of first entry in that both the 
debit and credit entries, which are to be posted later to the ledger, 
are of necessity entered on this form before it can be balanced. 

The debit columns of this form are designated as follows: 


Date. 

Folio. 

Cash. 

Bank deposits. 

General ledger. 

Accounts receivable ledger. 
Hard coal (lbs. .-.., amount ....). 
pott coal-(ibs: == _, amount -...). 


/ 


There are also provided columns in blank which may be used to 
suit the convenience and requirements of the individual elevator. 
The credit columns comprise the following: 


Check number. 

Folio. 

Bank withdrawals. 

General ledger. 

Accounts receivable ledger. 

Sales ticket number. 

Hard coal (lbs. ...., amount ....). 
Soft coal (Ibs. ...., amount ....). 
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There are also blank columns to be used as desired. 
A column is provided between the debit and credit sides, marked 
“Ttems,”’ in which are written all items and an explanation of them. 


Desir COLUMNS. 


CASH. 


In order that an accurate check may be had upon the amount of 
money received so that an identical amount may be deposited each 
day, all cash receipts of whatever nature should be entered in the 
““cash’”’ column. These entries are footed daily and represent the 


amount of the deposit and are not carried forward during the month, | 


all deposits being set down in the “bank deposits” column as the 


deposit is made. 
BANK DEPOSITS. 


In some instances where drafts are drawn directly against com- 
mission companies by the bank the money is not received at the 
elevator, and in such cases the deposit of drafts may be made directly 
into the ‘‘bank deposits’? column. In this way the “‘bank deposits”’ 
column would include the total receipts at the elevator plus all 
receipts of drafts at the bank, and the total of this column carried 
forward during the month should equal the sum of the deposits in the 
bank pass book. 


GENERAL LEDGER. 


The ‘‘general ledger’? column is provided for entry of all items to 
accounts in the general ledger for which no special columns are pro- 
vided, and postings should be made in detail from this column to 
accounts in the general ledger. . 


ACCOUNTS RECEIVABLE LEDGER. 


The accounts receivable ledger carries items for all local accounts 
receivable, and items in this column are posted in detail to accounts 
in the accounts receivable ledger. 


MERCHANDISE PURCHASES. 


Under the heading “‘ Merchandise purchases’’ will be found columns 
designated ‘‘hard coal,” ‘soft coal,” etc., in pounds and amounts. All 
purchases of merchandise of this character are entered in their proper 
columns under this heading, and the totals only are posted at the 
end of the month to their respective accounts in the general ledger. 


CREDIT COLUMNS. 


The ‘‘check number” column accommodates the numbers of all 
checks drawn for expense and general accounts other than grain 
checks. The ‘“‘bank withdrawals’? column records the amounts of 
these checks. In this column is also entered the total of the grain 
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checks drawn during the month. The “‘general ledger” and ‘“‘ac- 
counts receivable” columns serve the same purposes on the credit 
as were explained on the debit side. 


LOCAL SALES OF MERCHANDISE AND GRAIN. 


As all the sale tickets are numbered consecutively, their numbers are 
listed in the ‘‘sales ticket number” column, and the merchandise in 
pounds and amount is entered in the proper column to the credit of the 
account to which it belongs, such as ‘‘hard coal,” ‘‘soft coal,” “‘flour,” 
etc. These columns are totaled at the end of the month and the 
totals only are posted to the accounts in the general ledger. Only the 
items which are posted from the general ledger, accounts receivable 
ledger, and the miscellaneous columns are listed in detail, all other 
columns, both debit and credit, being posted as totals. At the be- 
ginning of the month the first entry to be made on this form is ‘‘cash 
balance,” and this should be set down in the ‘‘ bank deposits” column 
as an amount carried forward. Because of the fact that every debit 
has a corresponding credit, the two sides of this form should always 
be in balance, but the fact that we have carried forward the cash bal- 
ance, which appears on-one side only, must be taken into considera- 
tion. In.order that the form should foot and prove correctly, it 
should always be out of balance by the exact amount of the cash 
entry at the beginning of the month. 


THE LEDGER. 


The ledger should be divided into two general divisions—one car 
rying general accounts and the other accounts recetvable—and may be 
designated under the headings ‘‘General ledger” and ‘‘ Accounts re- 
ceivable ledger.” In the general ledger will be found such accounts 
as: (1) Cash, which is the monthly balance as shown by the cashbook; 
(2) ‘‘accounts receivable control” account, to which are posted debit 
and credit totals in the ‘‘accounts receivable” columns in the cash, 
journal, purchase, and sales record, the individual items having been 
posted previously to the accounts receivable ledger. This account 
serves as a proof of the correctness of such individual postings. 
(3) Bills receivable, mcluding all promissory notes, time notes, bills 
of exchange, or acceptances receivable. 

It has been the practice in some elevator accounting systems to 
show a subdivision of expense in the journal, but the small number 
of items of this character is much better taken care of through a 
subdivision of the ledger accounts. An ordinary ledger page may 
be ruled by the bookkeeper into seven or eight columns, and, as 
entries to expense in most cases are debit items, no credit columns 
need be provided. When credits occur they should be posted in red 
ink and deducted in the addition of the items in the column. The 
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several columns of the expense account may be headed ‘‘Salaries;” 
‘‘Telephone, telegraph, and electric light;” ‘‘Taxes;” ‘‘Gasoline;” 
‘‘Repairs;” and ‘‘Miscellaneous,”’ or similar headings suitable to the 
nature of the expenses incurred. 

An account should be provided showing the capital stock outstand- 
ing or the portion of the net capital which is used or is available for 
the working of the business. 

Separate accounts should be opened for each kind of grain handled, 
showing the amount and value of grain purchased on the debit, and 
the amount and value of grain sold on the credit. At the end of the 
year, by crediting these accounts with the inventory of the kind of 
grain specified, the net profit on each kind of grain may be deter- 
mined. In the case of local sales of grain, it is advisable to open 
separate accounts so that a clear record may be kept of the amount 
of grain sold locally, as well as in car lots. These local sales accounts 
should be closed into the general grain accounts at the end of the year. 

During the course of a shipping season a considerable number of 
claims will arise against railroads for losses of grain in transit. Two 
accounts should be opened to accommodate this condition: A debit 
account—claims against railroads for leakage in transit, and a credit 
account—loss and recovery on grain leakage in transit. These 
accounts operate after the followimg manner: When a car is reported 
short a certain number of bushels under that recorded by the elevator’s 
automatic scale, a charge is put through against the railroad respon- 
sible in the first-named account, and a corresponding credit is carried 
to the latter account. When recovery is received by remittance 
from the railroad company, the company is credited with the amount 
of the check. If the check does not cover the full amount of the 
claim, and no further action is to be taken looking toward its collec- 
tion, then a journal entry for the remainder should be passed, credit- 
ing the account of the railroad in the claims account and debiting 
loss and recovery on grain leakage in transit. . This latter account — 
constitutes an Income account and may be written off direct to profit 
and loss; or if the composition of the account is known, the specific 
items applying to certain kinds of grain may be credited to the grain 
accounts. 

The following entries in the cash, journal, purchase, and sales — 
record will serve to illustrate the method of accounting for loss and 
recovery on grain leakage in transit. When the grain is reported lost, 
the first entry to be made is as follows: 

Debit elames(B.& Mo Railroad)... .. 2529s oose che ae eae ee 25. 00 
Credit loss and recovery on grain leakage in transit. .......--...-.---.--- 25. 00 

After negotiations with the railroad, assume that settlement by 

an allowance of $15.00 is received by check. Entry would then be 
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made of the check showing ‘‘Cash debit $15.00,’ and “‘B. & M. 
Railroad credit $15.00.” This leaves a credit of $25 to the account 
for loss and recovery on grain leakage in transit, and a debit to the 
railroad of $10. 

Considering that the transaction has been definitely settled, and 
that no further recovery can be made, the following journal entry 
should be passed: 

Debit loss and recovery on grain leakage in transit........-..-...--- 10. 00 
Credaisclarmaris.c; Wi: hatlroad.: . =. . Sega Ss Ss te hoe 10. 00 

This simply closes the railroad account, and leaves a balance in the 
loss and recovery on grain leakage in transit representing the true 
amount of recovery. 

THE COST ANALYSIS. 


The cost analysis (Form No. 15A; see p. 30) has been provided to 
furnish information affecting the unit and relative cost of handling © 
erain and merchandise. ‘The method of operation is as follows: 

Opposite ‘‘Bushels of grain handled’”’ should be set down, first, 
the total of all grain taken into the elevator, this amount being ex- 
tended under the different kinds of grain as shown by the footings 
of the record of grain receipts, the total grain taken in being 100 per 
cent. The relative percentage of each kind of grain is then set down 
opposite the per cent mark under the column designated. On the 
same line should be added the value of coal and merchandise sales. 

After taking out an amount which would seem to be sufficient for 
the selling of merchandise, the different kinds of expense applying 
generally to all kinds of grain and merchandise, such as salary, in- 
surance, interest, power, and repairs, are then prorated according to 
_ the grain percentages. This amount will be, necessarily, more or 
less of an estimate, but a manager, by keeping account of the time 
spent on coal and merchandise sales in the space of a month, can 
arrive at a fair basis for the division of salaries. Insurance, interest, 
repairs, and miscellaneous, relating to merchandise, are contained 
in a few items and can be easily ascertained. 

Such items as ‘‘Power, operating’’ apply only to grain. ‘‘Corn 
shelling—direct labor’’ includes only that labor which has been pro- 
cured especially for corn shelling, and would not include the mana- 
ger’s or assistant manager’s time, as their wages are prorated under 
‘“‘Salaries.”” Car cooperage should be distributed according to the 
amounts of grain received, except in cases where an account has been 
kept in the ledger showing the exact amount of cooperage against 
each kind of grain. 

After having prorated the different expense items, the addition of 
these gives the gross expense. Returns from storage and returns 
from dockage sold are then set down under the kinds of grain which 
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have furnished these returns, and ab teacted Any returns from 
cobs sold are subtracted aon cob corn. The net expense is then 
ascertained from these subtractions. 

The net unit expense is determined by dividing the amount of ex- 
pense by the number of bushels handled. Since in the operation of 
an elevator there are other items of expense which are more or less 
fixed, and not within the control of the manager, it is necessary to 
take these into account as a further consideration in arriving at the 
total cost of operation. 

Bad debts in most cases will be prorated between sales of coal and 
sales of other merchandise. 

Depreciation should be distributed against the elevator on the same 
basis as other charges after having deducted a proper amount for 
depreciation of coal sheds, warehouses, etc. 

Shrinkage and scale loss should be distributed according to the 
amount of. loss on each commodity as shown in the ledger accounts. 
Other losses and charges, which will include such losses as uncollected 
claims against railroads for leakage in transit, therefore, will be 
directly chargeable against the kind of grain or merchandise upon 
which the loss occurred. 

After having prorated the above charges, addition Siovtla be made 
of these amounts to the net expense, and this will give the total cost 
of operation. The total cost of operation being 100 per cent, the per 
cent of cost of operation on each kind of grain and merchandise will 
be determined as being the relative percentage of each to the total. 
The net unit cost of operation is determined by dividing the amount 
of costs of operation by the number of bushels handled in the case of 
grain or by dividing the amount of cost of operation by the value 
of the goods sold when determining the net unit cost of operation for 
merchandise. The net unit cost of operation would be in terms of 
cents and decimals of a cent per bushel on grain, and in the case of 
sales of coal and other merchandise, it would be represented by a cer- 
tain percentage, as, for instance, 6 per cent of the gross sales. 


BALANCING CASH WITH THE BANK. 


To determine the correctness of the cash transactions for the 
month the following method will be found simple and adequate: 

(1) Determine whether the ‘‘bank deposits’’ column agrees with 
the bank pass book as to individual deposits. Be sure that it is cor- 
rectly footed. 

(2) Sort the returned vouchers, arranging them consecutively. 
Compare them with the entries in the ‘‘bank withdrawals”? column 
and ascertain which, if any, are missing. List the numbers and 
amounts of all outstanding checks for the next month’s reference. 
Outstanding checks may be listed either on an adding-machine tape 


ane aa 
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or by writing them into the cashbook. The difference between the 
‘bank deposits’’ and ‘‘bank withdrawals’”’ columns, plus the total of 
outstanding checks, should equal the balance as shown in the bank 
pass book. No error, however Ab should be ignored in balancing 
cash with the bank. 


RESERVE ACCOUNTS. 


RESERVE FOR DEPRECIATION ACCOUNT. 


In order to show the true condition of the plant a reserve for 
depreciation account is essential. To this account should be credited 
annually a certain percentage of the money invested in the plant, 
and an equal amount should be written off profit and loss.! 


RESERVE FOR BAD DEBTS ACCOUNT. 


During the operation of a business where credit is given to a large 
number of customers there is likely to be a loss on account of uncol- 
lectible debts. This amount may besmall one year and large another. 
For that reason it is well to set aside a sufficient amount of capital 
from the yearly profits to offset such losses. To effect this, ‘‘reserve 
for bad debts’’ should be credited and ‘‘profit and loss’’ debited with 
an amount which experience would dictate is sufficient to take care 
of the uncollectible debts of the company. __ 

While many elevator companies make a practice of furnishing 
supplies to members and others on credit, all supplies, if possible, 
should be handled on a strictly cash basis. Any system of extending 
unprotected credit requires a large capital and often results in con- 
siderable loss. 


RESERVE FOR SINKING FUND. 


In some States, notably South Dakota, where the cooperative law 
is in operation, a statutory regulation requires that a certain per- 
centage of the capital invested be set aside each year in a reserve for 
sinking fund, so that the company will be in a position to retire its - 
capital stock at the end of a given period. Companies operating 


under such conditions should set up a reserve for sinking fund in 


accordance with the requirements of their State laws. 

Where the custom of hedging grain prevails, an account should be 
opened designated “profit and loss on hedging.” To this should be 
debited or credited the losses or gains incident to the hedging of grain, 
the opposite entry being made to the commission account handling 
the business. 


1 For further explanation of reserve for depreciation see U. S. Department of Agriculture Bulletin No. 
178, ‘‘Cooperative Organization Business Methods.” 
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-To determine the profit and loss for the year, all income accounts 
should be credited and all expense accounts debited to this account. 
When the amount of profit has been ascertained, dividends may be 
declared and paid, and the remainder transferred to the surplus 
account. . 

After the books have been closed for the year, any errors discovered 
affecting the previous year’s business should be entered in the account 
affected and carried to the opposite side of the surplus account, the 
profit and loss account being reserved for the current year’s business. 

The individual needs and the peculiar conditions surrounding 
elevators in different parts of the United States may require other 
accounts besides those discussed above, and if such is the case, 
accounts covering these special requirements may be opened along 
the same general lines as those previously discussed. 

The following balance sheet is submitted as a guide in the arrange- 
ment of assets and liabilities. Other asset and liability accounts 
may appear on the books of an elevator and in such case should be 
included. 


STATEMENT. 
BALANCE SHEET, YEAR ENDING....-. 
ASSETS. 
Chak eo i ae oe CMe hoon eee $287. 50 
Necoumtamecelvablers caste mcr se te. . omen nen tc Soe Seen $3, 208. 00 
ess reserve for bad debts.c:tee'2”. . eeei eee See ee 400. 00 
sie #2 9 ogee 
Notes recetwable.. 2 she stne Beet. e bic ada iead mete saa eR a Re een yee 325. 00 
Pian tand realvestateccs. ee tese ss. boo: Nr a eae ee 9, 500. 00 
essereserye 1olmGepreciation «.5.-.. snes eee 1, 300. 00 
: __ 3 8° 900,00 
Grain commission accounts. <2] o5hoh.. . 2st e oe ee 860. 00 
Inventory: 
Wheat sa atauet owe cc ore os. Laat yea ele 1, 458. 00 
CORN Sr a2 Ue Mee rs ee ch ois: ial eg ong) tat 395. 00 
OP FSS ees ARES OM Ok lis 5 SL Or MM, ices, OR gE PA aS" 536. 00 
BURY Cece ick AE cs... a er eke, meted 28. 00 
IB ARNG Vie Sloe eect se a ein aio so «eR ee Se Cnet 106. 50 
Blea geo ale hya aes es Ree PS LS 5, J a MR ORE Ree Tate 281. 00 
Dolbieoales 2 5 27 eeeRe Reels Mee NS 2: 2 Sac aa Sees ae es 304. 00 
Oshenmerchandise: (supplies) — iii: 2. 2! Sees ees 2, 976. 70 
: eee —— 6,135. 20 
18, 615. 70 
LIABILITIES. 
ACCOUNTS Paya Des are Se sk. te eee oar 876. 55 
Notes payablesiscitet 22a. bo. os) See ee ee eee eee 4, 200. 00 
Capital pang ims meses ci us eG. |. Lake ee ae 2 ee Oa eee 8, 950. 00 
Surpluss cece rae ee fc. 5. ~ Sye ae R aeren er ae: Gaeae aeeae 4, 589. 15 


18, 615. 70 


2: SP GAY eS hel SE NAGE EAP AY ED ERE NIE ET Nae 
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UPPLY ACCOUNTS SETTLED WITH GRAIN. 


When requests are received from patrons to deduct from the 
amount due for grain sold the amount which they may owe the com- 
pany for supplies purchased, two grain checks should be issued. The 
first check should contain the total number of bushels and kind of 
grain being purchased, together with the balance due the patron 
after deducting the amount of his account from the full value of the 
erain. 

A second check should then be made without reference to bushels 
of grain, and marked “For a/c receivable,” in the full amount de- 
ducted from the previous check. This check is then indorsed over to 
the elevator by the patron and both checks are entered in the record 
of grain purchases, the first check going to the patron and the second 
being deposited to the account of the elevator as cash received. By 
this means both sides of the transaction have been carried out through 
the only proper medium of settling accounts, which is cash. 

For the convenience of those interested in the system described 
in this bulletin and for those who desire to have the system printed, 
the Office of Markets and Rural Organization has provided printer’s 
copy of the several forms for free distribution. 

All elevators installing the system of accounts may refer to this 
office any questions regarding its installation or operation. 

A sectional post transfer binder has been found convenient and 
adequate for binding the accounting forms. The standard size is, 
length over all, 154 inches, width 104 inches, posts five-sixteenth inch 
in diameter and 7 inches from center to center. 


CONCLUSION. 


The foregoing pages outline very briefly certain information regard- 
ing operating grain elevators, and in particular describe the methods 
used in operating a system of grain-elevator accounting devised to 
accommodate the various requirements in primary elevators through- 
out the United States. The adoption of a uniform system of account- 
ing for primary elevators should be of benefit both to the companies 
and to the men employed by them as managers, but the simple keep- 
ing of the records is not sufficient. To obtain benefits commensurate 
with the opportunities open in this field the manager and directors of 
the elevators possessing such an accounting system should make use 
of all the information which it is able to furnish. In order that the 
management of the elevator may be fully advised, not only as to the 
condition of the business, but as to the economic advantage of the 
method of doing business which is being pursued, it is advisable that 
in every case proper attention should be paid to ascertaining the 
costs as provided for in the ‘“‘cost analysis’? included with this sys- 
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tem. If the information thus obtained is made available to the 
stockholders and other interested parties, and they are thereby 
assured that the business of the elevator is being handled in a com- 
petent manner and that details and statistics regarding it can be 
furnished at any time, it will tend to strengthen the financial position 
of the company with those who extend credit to elevators during the 
season of crop movements. 


In some of the forms that follow, sample entries are inserted in italics. These 
entries do not represent actual transactions; they are given merely to show how the 
forms are to be used. 


7 


a 
“i 
2 
CASH JOURNAL AND PURCHASE AND SALES RECORD. c 
“ny 
Office of Markets and Rural Organization, Grain System Form No. 1. . 
== = - ~ - - = _ L As 
=a ij al | iT 7 } = —— 
Merchandise purchases. General ledger. | | Toeatates of rehnandise and grain, 
Sy ae aed ; | 
— a - || cl - Bank Sales ii 7 — . 
AX ts Bi 4 Cheek 7 J, + 7 
Bolt coal. Hard coal. | peceivable- aepasita,|| Cash. || Follo. | Date. ee [Cue | wot. feet |] Genera! || Assounts, tigkel]— Tardcoal Softeoal. |) Flour. Oats, orn. \ | 
Quantity. |] Amount. | i No. = Vt 
Lbs. | Amount. || Lbs. | Amount. |] Tbs. | Amount. | Lbs. | Amount. || Lbs. | Amount. || Ibs. | Amount. || Lbs. |) Amount. Amount. Lbs. | Amount. |! Lbs. | Amount. || Lbs. | Amount 
1 Sccsael Ir | alt 7 a | rz T —| 
| I 1014. i j | | | 
Sea ES | Balance in bank Dee. 1...-2..-220--20+0|)--2---- S| ee Lee [keer Ee Peeemet iie| Fa| eaee ed V Ul e  ed llbececcce b eel 
ial James Goodhue. ial 
| | Cash sale (Goodhue). 
| H 
Eee peoeceed Reon [brains Le ee | © «© (FG. Nord). 
Syeaet tes | Lipsey & Co.—by draft 
l 


“ “balance by chec 


Illinois Coal Co., car 89851 
T.P. & W- Rwy., freight car 9610; 
Cosh sale. 


-.|| 80, 60 


Bruno & Co., letlerheals. 


Fanes Goodhue on %—chee 
@. J. Tean, advance... 
Lehigh Coal Co., car 8693... 
R.A. Smith, repairs and cooperage...... 
J.C. Nicholson, Dec. salary... 
C.D. Haywood, 
Total grain checks, Dec......--.- 


HED PUCK EO lerrecconerccecserected Poe cnet | hocseced Pooceced Peo her co-ed 2 5 
To profit on hedges....--....--....|).---.-. ben 18 | 50). << 

Lipsey & Co., drafts...) es -.|| 3,000. 00 |}. 

Footings 5,618 | 96 || 4,264 | 60 20 | 00 


5149°—Bnll. 52-16. (‘To face page 20.) No. 1. 
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RECORD OF GRAIN RECEIPTS. 
Office of Markets and Rural Organization, Grain System Form No. 2. 


Wheat. . | Durum. Barley. Oats. Ryo. Flax. Corn on cob. Shelled corn. 


= | 
Btorog || Paid by | = eee “ 
Dale | Heke Re Hm Gros Dockege. || No.1 No. 2 Noa. | Gross. |] Dockage. Net. Net. Not. Gross, |} Dockage. Not. Gross. || Dockage. Net. Grade. Grade. || Grado1. || Grade |! Grade3. || Grade4. || Grades. || Grades. 
= 


‘Totals carried to the Grain Report. j, Tf desired, additional grades under ‘ Wheat" can be included, extra columns being provided if necessary. All items carried in bushels. fractional bushels in pounds. 
35749"—Bull. 32-16. (To face page 20.) No. 2. 


Shelled corn. 


Cost. 


Grade. 
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RECORD OF GRAIN PURCHASES. 
Office offarkets and Rural Organization, Grain System Form No. 3. 


Date. || Check Storsea) Pell eee ‘Wet. Dus Barley. Oats. Rye. Corn on cob, Shelled corn, 
a No! No. 1. No. 2. No. 3. No. 4. Reject, Storage. || Cost. Net. Storage. Cost. Not. Storage. Cost. Net. Storage. Cost. Net. Storage, Cost. Net. Storage. Cost. Grade. Grado. Cost. Grade. Grade 2, |} Grade 3. Grade 4. Grade. Grade. Cost. : 
pate = ng 2 booeacd kon | psocosad bod beaenat| hood| hs 
“oy 991 87 | age) 
989 1.05 
“5 995 1.00 
Qs a on 998 1.00 
reer) 608 998 1.40 
Tey 609 988 1.12 
“7 810 090 1.10 
‘ 8 iL 1004 48 
Us 8 612 1008 ee) 61.45 
OE B13 1010 1.40 172.20 
m 9 ol4 1005 At || 153.89 
Une 7 415 1009 FG) C0) = 0) bene beecced baad Heacrcccd Pod | Lcort and poe Kcoeccdd bend | boasooadbocd = O72) Reasseed Rood | pocssced hood | beeoagad beed | aeseceeel Bod |Beseemed box | Seccecd baed | Bor eeee Baad | beececed Pood |baesecod bred |Heccpeed| bond Per esed bead here od bee Rececoed bed Perccccd bce | Hexeses'| posal lPsooccee| kece | Boeasard boxe boecoaed bead Lecceced bees fe 
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ACCOUNTS FOR PRIMARY GRAIN 
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WAREHOUSE SCALE TICKET. 


Office of Markets and Rural Organization, Grain System Form No. 11. 
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Office of Markets and Rural Organization, Grain System Form No. 13. 
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Office sf Markets and Rural Organization, Grain System Form No. 14. 
CASH RECEIPT 
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